
SECTION 8.0 - Utilities Feature

CM/ECF USER MANUAL SECTION 8.0
Revised April 2006 Page8.1

Utilities Feature

The Utilities feature provides registered users access to maintain their account
and view their ECF transactions.

• Click Utilities

• Maintain Your Account, View Your Transaction Log, and Mailings are the
most frequently used fields in the Utilities section pertaining to ECF.

• The balance of the options are either PACER related or shortcuts to the
internet.

Utilities Options
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8.1 Maintain Your Account

• Click Maintain Your Account

This screen displays all the registration information contained within the
ECF database for your account.  Please contact the Clerk’s Office
should any account changes need to be made to your account.

• Click [Email Information]

ECF will e-mail the Notice of Electronic Filing based upon the information
entered on this screen.  Perform the following steps to enter additional e-
mail addresses which will receive ECF notification.

• Click to insert a checkmark in the box to the left of “to these
additional addresses”

• Enter the e-mail addresses of individuals.  Use a semi-colon to
separate the e-mail addresses with no spacing between the name
and the semicolon.  This data entry field has a capacity of 250
characters for approximately ten e-mail addresses.

• Stipulate the format of the ECF notices
• To enter all new information in your screen, click Clear

OR
Click Return to Account Screen to save changes

8.1  Maintain Your Account
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It is the addressee’s responsibility to configure his/her electronic mail account to
accept delivery of court mail from ilsd_nef@ilsd.uscourts.gov.

To view login information for your account or change your password, follow these
steps:

• Click More User Information from the Maintain Your Account
screen (see 8.1 Maintain your Account)

This screen displays the user login information and provides access to
change your ECF password.  Notice ECF displays a string of asterisks in
the Password field.  To change your ECF password, place the cursor in
the Password field and delete the asterisks.  Type the new password. 
ECF displays the actual characters of your new password.  When
complete, click [Return to Account Screen]. 

E-mail addresses

Password Changes
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When all changes are complete, click [Submit] on the bottom of the Maintain
User Account Screen to submit the changes to ECF.  ECF will confirm that all
updates were accepted.  Begin using the new password for your next ECF
session.
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8.2 View Your Transaction Log

From the Utilities screen, click [View Your Transaction Log].  ECF opens a
screen with two fields for entering the Date Selection Criteria for a Transaction
Log Report.  Enter the date range and click [Submit].  ECF displays a report of
all transactions in ECF within the date range specified for this account.

Use this feature to review your transactions and to verify
• All your transactions are reflected in the log
• No unauthorized individuals have entered transactions into ECF

using your login and password

Transaction Log
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8.3 Mailings

There are two options in Mailings.  

• Mailings by Case - will ask for case number and identify all parties that
are registered to receive NEFs from ECF, as well as those participants
which must be notified manually.

• Mailing Labels by Case - will ask for a case number and print labels in
columns for all parties related to the case.  It is also possible to copy and
paste this information into your word processing application.

Mailing Information
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